
Guidance ECRS 2014-08 
 

Case Load Reports 
(Effective Immediately) 

 
The purpose of this guidance is to provide step by step instructions to supervisors and designated support staff in the process for generating caseload reports 
from the information in the current Electronic Case Record System.   
 
There are two ways in which a caseload report can be generated and sent via email to the respective direct service staff.  The first option is by sorting the 
monthly Team Member report that is sent by the system administrator according to the staff that you want to see (Case Manager, Nurse, and/or Behavior 
Analyst).  The second is to generate an individual list by user from the report library. 
 
Team Member Report 
 
The first option is using the Team Member report.  It has the following column headings in which the report can be sorted by any one or more column options.  
The monthly report from the system administrator is a snap shot of the information in the Oversight IDF listing at the time the report is generated.  The monthly 
report is distributed using the sort by three options in the following order, 1 – Reg Ofc, 2 – Site/2nd Address, and 3 – Individual’s Last Name. 
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If you want to see the individual’s with a specific Case Manager assigned in the “Team Member” section of the Oversight IDF, you would take the existing report 
and perform the following: 

1. Click on “Data” 
2. Click on “Sort” 
3. Click on the drop down box to the right of the Sort by “Reg Ofc” and change to “Case Manager” 



 
4. Click “OK” 

This will result in a report grouping together first the individuals by the Case Manager, then by the Site/2nd Address, and then by Individuals last name.   
**It is important to know that it is necessary to take out the Reg Ofc selection as there is overlap.  The Reg Ofc is the “County” field from the IDF and is 
completed based on the regional office case managing the individual.  For example, we have an individual who lives in New Castle but is supported by a 
case manager in Kent, nurse in New Castle and possibly a behavior analyst in New Castle. 

5. Scroll down to the first entry for the case manager that you are searching. 
6. Left click on the row number on the left and drag down until the last row of the staff person that you are searching. 

a. This will highlight all of the rows that you are pulling into you list. 
7. Right click over the highlighted area and click “copy” 
8. In the body of an email that you are drafting of the front line staff 

a. Right click 
b. Click “paste” and it will paste the highlighted information from the excel report into the body of the email.  This can then be sent to direct 

service staff for their review and updating discrepancies. 
9. Follow steps 3-8 selecting “Nurse” or “Behavior Analyst” as appropriate. 



 
 

  



Report Library 
 
The second option is to generate a case load report from the “Report Library” from the dashboard screen in Therap.  Not all users have access to the report 
library therefore direct support staff would not have ability to generate the following report. 

 
1. From the dashboard screen, select “Report Library” on the right side of the screen. 

 
2. You are looking for the report with the title “Oversight Report :: User Access on Individual” usually found on Page 6 of the report listing. 
3. Click on that report title 



4. Select the staff person whose caseload you want to generate.  You can do this by clicking in the field and typing the last name of the user. 

 
5. Hit the return key to populate the chosen name into the box. 
6. Click “Continue”.  This will generate a list of records available to the selected staff person.  For instance an individual has a record at Chimes, DE Mentor, 

and the DDDS State Account, the list will show the individual three times.  To clean the list you can do the following. 
7. Click “Export to Excel” 
8. Click “Open” 
9. Click “Enable Editing” 
10. Click “Data” 
11. Click “Remove Duplicates” 
12. Uncheck the boxes to the left of “User Last Name’, User First Name”, “User Title”, and Individual ID#” 



  
Click “OK” 
**It is important to know that the remaining list could still have duplicate individuals listed if different providers have a different spelling of the 
individual’s first or last name. 

13. To provide a list to the staff person in alphabetical order you would click “data” 
14. Click “sort” 
15. Click in the Sort by box “Individual Last Name” 
16. Click “OK” 
17. Highlight all of the rows in the report by left click on the row number and dragging down to highlight through the last row of the report. 
18. Right click 
19. Go to body of email and right click 
20. Click “Paste” 

 
This will allow for you to send a list to the staff person with only those assign in the system to their case load.  If an individual appears on the list and should not 
be, then the designated staff person in the region responsible for managing privileges of users will have to remove that individual from the staff person’s 
caseload.  If an individual is not showing, the designated staff person in the region responsible for managing privileges of users will have to add them to the staff 
person’s caseload. 
 
This type of report is recommended to do on a periodic basis (monthly or minimum quarterly) by supervisors in order to keep the proper case load assignment 
correct. 
 


